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Using Mail Merge for Student
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Mail Merge

Personalize communication with students

3 parts: Main document, data source, results

Results are: letters, name badges, certificates, labels, email...
The Process...

Then Practice!!

Penny talks about mail merge — 3 parts

Data source (from tops pro)

Main document ( certificate, labels, letters etc.)

Results - your data showing up on the main document as a new “set” of letters,
labels, certificates, etc.

Use the main document over and over again with different data sources.
Show how to “pick” from within data source different criteria—i.e. hours vs 2 level

gains, vs EL Civics etc... [Use select recipients and ‘filtering’ for this... easier than doing
Excel as a database. ]



Create your main document

New Document

Templates

Blank and recent

Installed Templates 4 M':.‘._: '
My templates... A L /.

New from existing...
Microsoft Office Online Complete Attendance High school diploma

awarc‘ A P)
Featured Q Complete Attendance award

Agendas

. Award certificates
Click the Office N

Button and Brochures =[]
choose "New"” Budgets LAward certificates Select the

document

Choose the
template
category

The steps are similar in Word 2003.
Most templates can be “downloaded” from the Microsoft Office site.



Customlze OUI’ document

Add ‘static’
information (it
doesn’t
change)

School complete address

presents this

Woﬂﬂma

Neame of Awwulu

for completing the seminar on “Name of Activity/Seminar”
Held at the(place)
Date

K

Name of Facilitator
Designation

Open the file Certificate of Attendance Main Document.doc from the resource CD.

Select the text for School Name and fill it in with your school’s information. Do the
same for the address, and any other information you want reflected on each
certificate



Link your document to your data

Mailings

|aL|
/

«|[3B2~ A ~

Click on Mailings

tab

.__"“

_g®

Select
Recipients ~

[ Type New List...
|
‘ 7] Use Existing List...
8= Selectfrom Outlookontads...

Click “Select
Recipients, then
Choose “use

Select Data Source

(5] My Data Sources
(_1+Connect to New Data Source.odc
(J-+New SQL Server Connection,odc

My Recent
Documents
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Navigate to your
exported Excel
File

existing List”

To customize the information on what class was completed and what program,
specific fields need to be added to replace the text “Name of Activity/Seminar.” To

do this, you must link the data file (Session Roster for 2009) to our main Certificate
document.

Click on the Mailings tab in the Ribbon and click on Select Recipients.

Click on Use Existing List. In the Select Data Source window navigate to where your
data file is stored. Select it and click Open.

In the Select Table dialog box, you must select which sheet within your workbook is
the one that has the information on it you wish to use. In this case for the Session
Roster, choose PPs Monitor and click OK.



Embed Personalized Fields

j ZPRules ~
2, Match Fields
Insert Merge
Field ~

Agency

Site
Class The list under the Insert

Program Merge Field button
represents all the data field

Student

o Setaol from your data source.
GED_ID g9

Name

Gender [% I

J Insert Mail Merge Field |
e

Birth_Dat

The next steps involve placing the correct field names where you wish the data to
appear on your certificate. Select the text Name of Awardee.



Select “Name of Awardee”

M{‘Wo{flmﬁa

K N /
Nésme agf Awardee

for completing the seminar on “Name of Activity/Seminar”
Held at the(place)
Date

Be sure your cursor is where
you want your data to
appear!

Now click on the Insert Merge Field from the Mailings Ribbon at the top of the
page.

Click on Name to insert that field into your Certificate document. It appears like
this: <<Name>> The brackets indicate this is a data field. Do not try and TYPE this
into your document. You must use the Insert Merge Field option.

Next you must enter the fields that represent the program, class and any other
information you want on your certificate. Select the text “seminar on “Name of
Activity/Seminar.”

Click on the Insert Merge Field button and select Program to insert this field into
your certificate.

Follow the same process to insert the field Class after Program. (Be sure you put a
space between the two field!)



Add your field names

e
Insert Merge| Preview | | P
Ea t hale C|I‘Ck Insert Merge
Field” drop down

j 2 Rules ~ @:{ [
@s
3 Match Fields

Agency
Site
Class
Program
Student
Ssn
GED_ID
LastName S’céaaf Click FirstName (or any
FirstName other field you want to

Gender appear in this spot
Insert Mail Merge Field I PP P )
Birth_Date




Continue inserting fields

Contif: zc »

«FiritNamer «lastNamer

for successfully complting «Program» «Class»

June 24, 2§

When you complete the merge,
each field will display the data in
your Excel worksheet. Don't
forget spaces and punctuation!




Preview your document

¢2] Find Recipient

Preview
Res —J/ Auto Check for Errors

Preview Results

| View Merged Data

Replaces the merge fields in your
document with actual data from
your recipient list so you can see

Use the navigation
buttons to preview all
your recipients.
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what it looks like.
Darins Dola

for successfully completing ESL 110 - Low Beginning

June 24, 2009
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Ready to merge!

Finish & Merge to
Merge ~ || Adobe PDF
ka Acrobat

Finish & Merge
Complete the mail merge.

You can create separate documents
for each copy of the letter, send
them all directly to the printer, or
send them via e-mail.

Click on “Finish &
Merge” in the
ribbon

.;' CH
&4 »
Finish & Merge to
Merge ~'| Adobe PDF
Edit Individual Documents...
423" Print Documents...

:_Ll Send E-mail Messages...

Choose “Edit Individual Documents”
to get a separate file of each of your
records. You can add special
information to a certificate that was
not in your data document.
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Merge options

Merge to New Document @@
Merge records

® /il

O From: To:

QI\< ][ Cancel ]
|

Choose your merge
options. Click OK.
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MAGIC! ©

Each certificate is a separate
page. You can add text - such as

a special message - to any page.

You can save all certificates as

ONE Word document. You can

easily return and print out just
one page if necessary.
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